
__-__ NOTICE OF ADMINISTRATIVE CHANGE TO RECORD_SKE=m 

SCHEDUL.L.NO. 89-0033 

DATE : April 2 2 ,  1993 

TO: Vickie Oakes - Lamb - RMO, Department of Education 

FROM : Peter E. Schinkel - Head, Schedule Section 

SUBJECT: Receipt and acceptance of administrative change 
report submitted March 18, 1993; application file 
#930318-01 

SCHEDULE # :  89-0033-M 

EFFECT I VE 
DATE : March 1 8 ,  1993 

SERIES: “Teacher Recruitment Vacancy Posting Files,” 1980 
and continuing 

CHANGE : # 1 2 .  Approved Disposition Instructions “Cut-off“ 

FROM: Fiscal Year [FYI 

TO: Calendar Year [CY] 

This change has been accepted and filed with the official copy of 
the approved schedule (copy enclosed). A copy of the change 
letter will be filed at the State Records Center. 

- 
Peter E. Schinkel 
Schedule Section 

encl: Photocopy of schedule #89-0033, effective 6/12/93  

cc: RGS Schedule Case File 
State Records Center Schedule File 
Robert E .  U’hite, Assistant Director 



ICATION FOR RECORDS RETENTION SCHEDULE 

.~ 

Linda Jordan Coordinator 656-4339 
L & t i o n R a u ~  

DvuTyLwIoF OFFICE 
WE SECRETARY OF STATE 

~ROIIvEI)ANO “ISTOR, 
RECORDS WNAGEMENT DIVISION 

a. Gblish Retention Schedub; remrd will continue to accumulate. 
b. 0 D i m  of m n t  aocumulation; no further accumulation anticipated. 

1980 I t o  date I Teacher Recruitment Vacancv Postina F i les  
I - ., 

1. Dkirion md Of f la  Funaion Whrt i.r th. function of th.. and th. Offp in Vch this.repord gaiy is rhe Personnel Development D iv is ion  i s  respons iKY3or  prov i  i n g  inancia an e c R M \  
issistance t o  loca l  school systems and post-secondary i n s t i t u t i o n s  i n  the area o f  s t a f f  
levelopment, teacher education and recruitment. This d i v i s ion  promotes research, developmeni 
ind dissemination o f  new and innovative mater ia ls and rocedures for s t a f f  development 

i s s i s t  Georgia publ ic  school systems i n  rec ru i t i ng  q u a l i f i e d  teachers. This res o n s i b i l i t y  1 
met by three major services: 1. Vacancy Posting Service, 2. Avai lable Personnel f i l e s  and 
3 .  Job Fairs. Standard G-lo-QBE requires tha t  each system post vacancies w i th  Teacher 
lecuirtment i n  w r i t i n g  a t  l eas t  once each year. Teachers ma obtain the vacancies osted whf 
they are reg is tered w i th  Teacher Recruitment. placed i n  the Availa g l e  Persor 
re1 F i l e  by f i l l i n g  out  a Personel Data Form and submitt ing i t  t o  Teacher Recruitment. 
l va i l ab l  Personnel F i l e  i s  set  up by ub-ect  o r  teaching f i e l d  and i s t s  of avai lable teacht 

’. R& S w i  W i  

h m n t s r e * t i n g t o :  Maintaining Vacancy L i s t i n g  f o r  Teaching Posit ions i n  loca l  school system! 

rograms, teacher education and recruitment. The Teac fl e r  Recruitment Un i t  was established t c  

upgTief F0.s stems y o n  rqgueif. %ut$ne gea\ pployment months f eacher Recruitment 

Teachers may 
The 

a i r {  i n  var ous ca ons n h s a e. 
This fib m a i n s  the following documents (inclu& h m e n d  ti*, if-): 
Ameh sampler of th. file. 

lndudddan: Not i f i ca t ions  received from loca l  school systems o f  vacancies for  teaching 

A f te r  completion o f  the Monthly Report notices are f i l e d  by school system. 

posit ions. Notices are maintained i n  Act ive Log Book f o r  30 days and are f i l e d  by Teaching 
Subject Area. A f t e r  notices are posted f o r  30 days they are removed from the Active Log 
Book. 
Annual Report i s  prepared from Monthly Report Data. 

An 

Fileisanmnged: By Subject Teaching F ie ld  f o r  30 days, thereaf ter  a lphabet ica l ly  by loca l  
school system. 

htodxmonthso ld  : Smntohwalwmthrqld As nee%i, towenhi-fwr months old 
twenty-fin months and o k k  I 

L honthly R e f w ~ a  fbm How often are records referred to which m: 

1. Annual Rm of Aaawnution of R-rb 

Current Total Accumulation: 1 1/2 Lateral  Drawers 
3-50-71. nN.70 lob4 

btter-size drawsrr 2 ; Legalin drawers ;shelves ; ottur I ~ i f y l  
CpOLsTOY. 5 tLi.4- &t3 



I 9. IS the information contained in this saries ever analy? &/q re& 
X If yes. a- cow. Annual Reoort (Record ODY i s  a r ~ ~ v n ~ ~ ~ y ~ ~ ~ ~ ~ ~ ~ a d - s c h e d u l e  82-8; 

h. Is there a dudiation of this saim in your otfia, or in another offics or agency? 
.I 

a. State Law =. d. Audit wiod years. 
b. Statute of limitation e. Administrativa need 2 year. 
c. Federal law f. Federal retention instructions years. 

Attach copy or ex- of l a m  or regulations. Explain administrativa need. 
N o t i f i c a t i o n s  a r e  needed by Teacher Recrui tment i n  o rde r  t o  prepare Monthly Summary Reports 
which are  combined f o r  t h e  Annual Report a t  t h e  c l o s e  o f  each year. 
Also, QBE Standard G-10 (Personnel ) requ i res  t h a t  schools must r e p o r t  vacancies t o  Teacher 
Recruitment. Teacher Recrui tment O f f i ce  must r e t a i n  n o t i f i c a t i o n s  i n  order  t o  v e r i f y  compl i  
12. A,,,,,O~ This a p g s n ~  recommends that th. fib series b. M off at tha end of eadr:ance w1 th  s c m  

dl Hold in the Current files sea mth(d  1 veu(s);thsn 

dl Transfer to State Remrds Center; hold 1 vw(sl; then 
0 Transfer to loal holding area; hold 

rll Destroy. 
0 Transfer to State Archives for psrrmnant retention. 
0 Other (Spccfyl 

wu(s); then 

These instructions apply to a11 prior and futun accumulations of the saries. 


